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1. I11110,1171101

Outreach is the statewide lifelong learning program which serves the
adult student not currently being served by resident instruction. The
program encompasses both credit instruction at all levels and non-credit
instruction and may be offered in traditional or non-traditional formats
and time schedules at off-campus sites or on-campus. State policy requires
that all off-campus instruction, credit or non-credit, at all levels,
delivered by publicly- supported four-year institutions shall be offered
only in the Outreach program and under the Commission's policies. Outreach
credit or non-credit instruction may be offered on-campus as well, under
these policies. Outreach institutions also are authorized to offer
Outreach programs via television and other media. Instruction via
broadcast media or cable beyond the campus of any four-year publicly -
supported Colorado institution shall be part of the Outreach program and
subject to all of the OCHE Outreach policies.

The policies of the Commission herein articulated have been fonmally
approved by the Colorado Omission on Higher Education. Also included are
procedures to be followed by participating institutions. Any institution
requesting a spending authority allocation for Outreach so indicates its
agreement to follow the policies and procedures of the Commission.

2. norrnmaft, HIMBPOISIBILITI

(2.1) Designated Outreach Administrative Unit and Administrative Officer

To assure internal coordination and overall institutional
responsibility for its entire Outreach program, each institution shall
designate one administrative unit and administrative officer to hold
responsibility for the planning and management of all Outreach
instructional programs. The designted officer shall also serve as liaison
officer to the Cmmmission regarding the Outreach program.

No off-campus program shall be initiated or carried out by any other -

institutions! adminiqtriltie unit or individual nor shall any off-campus
program be offered in association with professional societies, research
organizations, institutes, alumni organizations, etc., independently of the
designated administrative unit.

An institution which participates in Outreach shall have the
responsibility for ensuring that all off-campus programs are offered only
through that administrative unit and under Outreach policies. That

administrative unit also shall coordinate Outreach classes or programs held
on-campus.

(2.2) Required Response

Outreach institutions are required to respond, consistent with Outreach
quality criteria, through their Outreach offices to legitimate need for
educational services within their service area either with their own



institutional resources or, if the resources are not available, by
facilitating a response by other institutions which have the needed
resources. Other units of the institution shall not preclude or impede the
alternative responses which the institution is required to make through its
Outreah office.

) (2.3) Advertisinn Policies

No advertisement, publication, announcement, or other public
notification shall be made by any official or agency concerning any
Outreach program, course of instruction, policy, or procedure of any
institution of higher education except by authorization of the president or
designated institutional Outreach officer who is assigned the
responsibility for the Cutreach program administration and CIE liaison in
matters relating to Outreach.

Advertisements of courses or programs r,f instruction to be offered on
military instidIaiiurgi &hail be restfleted to publications for mlirtary
personnel and the military's civilian employees; except that advertising
may appear in publications available to the general population if the
following information is prominently displayed: "This program is offered
at (name of military installation) upon thg request of military officials
to serve educational needs of military personnel. Civilians employed by
the military and other civilians also may enroll in this gogrem."

(2.4) Outreach Advisory Committee

The Outreach Advisory Cbmmittee shall advise the Commission concerning
any matters relating to the Outreach program, upon request of the
Comnission or on its own initiative. The Comnittee shall recommend the
funding of special projects or other uses of Outreach funds not otherwise
committed.

The committee shall have a representative from each of the four
geographical regions of the state. (See map, Appendix A.) Representatives
shall be elected in alternate years to two-year terms by a majority of
Outreach deans and directors (one vote per institution) attending the deans
and directors' annual business meeting. Members shall elect a chairman
annually. The commission's Director of Outreach Programs shall be a non-
voting ex officio member of the committee.

3. RENNIE Sgerlat NOM

(3.1) Primary Service Areas

Primary Service Areas are assigned to institutions by the Commission.
Within this'area the designated institution shall offer its courses and
programs in response to the educational needs of the citizens residing in
the area, in accordance with these policies, and in recognition of the
constraints of a self-funding system. The Montrose Education Center may
arrange for instruction from any state institution to provide for
educational needs evidenced in its four-county service area.
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Service to military installations is governed by.policy (3.6), below.
Instruction offered by an Wrench institution via broadcast or cable
television or by any other electronic medium is subject to all Outreach
Policies and specifically (3.3) concerning instruction going outside the
assigned geographic service area. (A neap illustrating service area
assignments is attached as Appendix B.)

(3.2) Offering Programs Outside the Primary Service Area

An institution proposing to offer a course or a program outside of its
assigned service area shall submit a written request to the local
institution holding the service area assignment in the area tiere the
instrvetion is to be offered with a copy to the CC= Directorof Outreach
Programs. Such requests must be received by the local institution at least
30 days before the first class is to meet. The requesting institution must
provide all specifications for the course or program and a complete
explanation for its request. The requesting institution shall not
announce, advertiso, or sign or otherwise signify any agreements with any
individual, group, or agency concerning the req' .1ested course or program
until approval of the local institution has been received. It the
Carrnission wishes to intercede it shall do so within 10 days of receipt of -

the request. Except in the Denver metropolitan area non-credit courses, as
well as credit courses, are included under this policy.

Written responses by the local institution shall be sent within 1Q
working days to the requesting institution with a copy to the CCHEiwhich
shall indicate one of the following:

(a) denial if the assigned institution can and will immediately
provide the needed instruction;

(b) approval, with the local institution co-sponsoring the
instruction;

(c) approval with no restrictions.

The Commission shall resolve inter-institutional disagreements
concerning service areas.

Except with permission of the local institution, no Outreach program or,
class shall be offered in a community In which a campus of another Outreach
institution is located if the local institution is offering a comparable
program or class through its Outreach or on-campus res!jent instruction
unit in the same term and at a time when most adult continuing education
students could enroll. (Outreach classes offered in the evening normally
are not regarded as duplicative of identical classes offered on-campus in a
day schedule.)

(3.3) (ordination of Pr rams Outside the Primary Service Area Delivered
by Television or Other Media

An institution planning to offer instruction using a medium of delivery
(like television) which will carry the program into another institution's
primary service area shall follow the same clearance procedures as
described in section (3.2), above.



such

with other Outreach classes 1111 be considered to-res....*
such courses are planned for offering in the same term and are of the samir

level and discipline content as Outreach courses offered by the local

institution in its service area. If a special 'clientele can be documented
which will not be served by the programs of the local institution, non-
duplication will have been demonstrated, rend the course or program may be

offered. 'fie OCHE Outreach Program administrator shall make the final

determination if the institutions involved do not.4gree.

If an institution desires to co-sponsor a course to be delivered via
television or another medium which is produced, leased, or purchased by
another institution for delivery in the former's primary service area, it

has the right to do so. A reasonable fee shall be negotiated
consideration of the production, leasing, or purchase costs. CWdinartly

the fee shall be based upon the number of enrollments. The CCM: Outreach
Program adninistrator shall mediate the negotiation of fees when necessary.

(3.4) Statewide Delivery of Unique Programs

An institution which alone among the state's colleges and universities

is approved to offer instruetion in one or more academie disciplines or
fields may -- and has,the responsibility to -- offer instruction in such
disciplines or fields throughout the state through the Outreach Program as
dictated by demand. When such programs are to be offered in another
institution's Primary Service Area that institution shall be notified at

least 10 days in advance. Examples of unique institutional academic

programs ate:

Adult/COmmunity Education - Colorado State University
Agricultural Engineering - Colorado State University
Architecture/Environmental Design - University of Cblorado - Denver
Aviation Management - Metropolitan State College
Criminalistics Metropolitan, ate College
Drug/Alcohol Counseling - Metropolitan State College
Forestry - Colorado State University
law - University of Colorado - Boulder
Professional Level Mining, Mineral and Resource Exploration and

Engineering, Mineral and Petroleum Processing, Mineral Economics,
Mineral Engineering Management Colorado School of Mines .

Professional Pilot - Metropolitan State College
Real Estate - University of Colorado - Boulder
Public Administration (Graduate Level) - University of Colorado -

Denver and Colorado Springs

Other programs presumed to be unique among state institutions of higher

education should be checked with the CCHE before they are offered.

Colorado State University's sum program, the University of Colorado's ACE

program, and the University of Northern Cblorado's Extended Degree Program,

unique delivery systems, have a statewide service opportunity and

responsibility. Local institutions shall be notified of the planned
delivery of instruction through these programs in their service areas.

11
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(3.5) Policy of Non-Duplication

Credit courses offered in a community by the local school district,
board of cooperative services, or a cantunity college within its own legal
district or approved, documented, service area (exclusive of military
installations) shall not be duplicated in that community by an Outreach
institution unless prior approval has been granted by the Commission.
Outreach institutions may, however, offer lower division programs in areas
otherwise served by community colleges if the program is an integral part
of a baccalaureate program which should be taken by students planning to
complete that degree.

13.6) 13Laselducation Pr rant;

Education directors at military installations, by agreement, will
follow the OCHE approved procedures in which military education directors
utilize appropriate Colorado Outreach programs to provide needed
instruction.

The Outreach institution assigned to the service area in which each
military installation is located shall provide services unless that
institution does not offer or cannot deliver the Pequested program. in

that event, military education directors will contact the Cl HE for refi,eral
to alternative Outreach institutions. Out -of -state institutions are 0
deliver instruction only when Colorado institutions cannot. CFonmi and
form letters to be used to request service are attached as Appendix CO

Advertisements of courses or programs of instruction to be offered on
military installations shall be restricted, to publications for military
personnel and the military's civilian employees, except that advertising
may appear in publications available to the general population if the
following information is prominently displayed: "This program is offered
at (none of installation) upon the request of military officials to serve
educational needs of military personnel. Civilians employed by the
military and other civilians also may enroll in this program."

4. BUDIZT111) 1011)1113

(4.1) Spending Authority Reallocations

Spending authority will be allocated to the institutions which
participate in the Outreach program from the cash topropriation made
annually for the program to the Cblorado Cannissiott on Higher Education.
Institutions shall present a satisfactory plpn to the Commission for
meeting educational needs within the Primary Service Area consistent with
Outreach Policies before spending authority will be approved. The
Omission's Executive Director is authorized to amend the initial
ailocations upon written request of an institution's chief executive
officer. Such requests should include a statement of rationale and the
relevant data.

12



(4.2) Approved Expenditures

Each institution which desires tt participate in the Outreach program
-all submit an Institutional Outreach Program Budget Request form as
requested by the ammission orrliFWEire April 1. (A copy of the form is
attached as Appendix D.) The following expenditure items may be budgeted:

A. Instruet'onal salaries and benefits;
B. Time-in-Transit payments (see section 4.5 A);
C. Travel, both administrative and instructional; (International travel

must be approved in advance by the Governor);
D. Other current expenses;

E. Intra-institutional rehzhursement up to two-thirds of the revenue
from mace available instruction for reimbursable direct
adninistrative and instructional expenses;

F. Salaries and benefits for administrative personnel, instructional
coordinators, and classified staff personnel, both professional and
elericalf*

G. Hourly salaries;
H. Institutional overhead (see section 4.3, below);
I. System Support Contributions.

Otha expenses may be authorized when they are specifically requested and
justified.

Outreach funds shall not be used in any way for the support of Resident
Instruction programs. Staff personnel funded by the Outreach Program shall
be employed only in Outreach activities. Expenditure of Outreach funds
shall only be made for outreach programs and their administrative support.

(4.3) Administrative Expenses

Administrative expenses charged to Outreach shall be only those which
compensate for services, equipment, or supplies which are employed directly
and exclusively in Outreach administrative activities.

Institutional overhead is limited to not more than 8 percent of
Outreach personnel coats, both administrative and instructional, at
institutions whose Outreach Program gross expenses are less than $1
million. Institutional overhead is limited to not more than 6.5 percent of
gross expenses of the Outreach Program at institutions whose gross expenses
are over $1 million. Direct costs of institutional services provided to
the Outreach Program, if any (e.g. admissions, record-keeping, computer
services, facilities for offices and classrooms, and any contributions to
academic or administrative units), shall be included in the maximum
overhead amount claimed. If lower, the costs of such services nay be
charged to the Outreach Program in lieu of overhead. Institutions may
provide support services at no cost to the Outreach Program and may naive
overhead charges.

Administrative staff personnel who are compensated by the Outreach
program shall not be assigned other responsibilities unless proportionate
financial rehnbursenent is provided to the Outreach program. The Outreach
program also shall not provide support for any other program or activity
without appropriate reimbursement.

13



(4.4) Faculty Compensation

Compensation for faculty teaching in Outreach should be set at
appropriate levels but consistent with the self-funding nature of the
Outreach program.

(4.5) Instructional Travel Reimbursement

A. Time-in-Transit Payment

Travel time of instructors meeting off-campus classes, at the option
of the institution's outreach program director, may be reimbursed.
A lump-sum payment may be made, calculated on the basis of $1.00 per
mile. ma as ^no Halm, fpnm this instrnotnrys llama nr frnm the.

campus, whichever is closer to the location of the class meeting
site, for each 3 quarter or 2 semester credit course.

B. Reimbursement for Mileage and Subsistence

Mileage and subsistence expenses are reimbursable at rates not to
exceed those currently authorized in state travel regulations.

5. IIEFC11111113

(5.1) Mid -Year Repor

A mid-year report shall be submitted to the Commission by each Outreach
institution on or before January 1 Witch gives total data for the summer
and fall terms as follows:

A. limber of Credit Courses Run;
B. Number of Non-Credit Courses Run;
C. Number of Credit Course Enrollments;
D. Nunber of Non-Credit Course Enrollments.

(5.2) End-of-Year Report

Each Outreach institution shall submit a emnputer tape (punched cards
are not acceptable) and a final, full-year, corrected 8-2 print-out edit
report with the signatures of the designated Outreach officer and the chief
fiscal officer on or before August 31. The report shall be generated at
each institution_ using the computer program previously used by the General
Government Computing Center and with the revised coding instructions. (The
instructions are included as Appendix E.) Summary reports will be prepared
by the Commission and distributed to the institutions within 30 days.

Financial data may be reported in any of three ways: (1) through the
8-2 system using the instructions found in the 8-2 Nknual, Appendix E; (2)
using the Year-End Outreach Fifiancial Report found as Appendix I; or (3)
using the institution's official end-of-year report for the Outreach
Program. Regardless of the reporting format, the signatures of the
institution's chief fiscal officer and Outreach director should be affixed.
These reports, regardless of the format used, are due on or before July 15.

-7- 14



Estimated figures for total expense and revenue for an institution's
Outreach program may be provided by July 15 only when it is impossible, for
a valid reason, for the institution to provide final year-end data. Final
year-end data shall be eaum!tted as soon as possible in one of the three
formats identified above when estimated data have been initially provided.
Estimated data shall be submitted on institutional letterhead by the
Outreach director and signed by the chief fiscal Officer.

No subsidy shall be paid until a satisfactory end-of-year fiscal
report has been received by the Commission.

(5.3) Failure to Submit Timely and Correct Reports

Failure to submit reports as prescribed in this policy will result in'
notification of the institution's chief executive officer and a request for
that officer's explanation for the non-compliance. Spending authority for
the institutions' Outreach programs is dependent upon compliance with
Cbmmission policies.

(5.4) Certification of Compliance with Outreach Policy

The designated Outreach officer at each institution shall submit, by
April 1, a signed Polio' Compliance Form which verifies that Wreath
policies have been followed. (A form is included as Appendix F.)

6. SLIM BMW communal
(6.1) Basis for Support Contributions and Due Dates

Each institution participating in OUtreach obligates itself to
contribute to the support of the statewide system. The support
contribution is based upon student credit hours generated for both credit
and non-credit classes. Credit will be imputed for non-credit classes with
15 contact hours equivalent to one semester credit hour. The System
Support Contrinution shall be based on the student credit hours generated
in the previous year and shall be due and payable on or b'elfore March 1.

(5.2) Statewide Delivery and Subsidy of Rural Programs

The Outreach system is based on the concept that educational
opportunity should be available throughout the state and that an organized,
statewide system can serve the needs of citizens residing in all regions oC
the state. In order to ensure statewide delivery of instruction sane
institutions are assigned to serve the less-populated regions of the state.
Programs offered in these areas may not be,able,to be financially self-
supporting. Revenue earned in the more densely-populated urban areas and
deposited as SSC with the Omission may be used to subsidize institutions
which sustain losses from operating programs primarily serving rural
populations. The WM may authorize a reasonable subsidy from SSC funds
for those institutions which require it upon receipt of the Institutional
Outreach Program Budget Request. No subsidy shall be provided until the
institutio4 submits a satisfactory end-of-year fiscal report. (See 5.2.)

15



(6.3) SSC Rates

All institutions return to the CCHE $.90 for each semester student
credit hour (or imputed credit hour) generated from all Outreach
instruction, credit andnnon-credit in the previous year. The =will be
calculated each year on the student credit hours generated by the
enrollment on the close of the date on which students may drop classes with
no refund of tuition or fees. Students who receive a refund of any amount
shad not be included in determining student credit houri and the SSC.
Students whc withdrew after the refund date shall be counted in determining
student credit hours and the SSC.

litiLjaplptglonelAsanglimmullimigALIPEts.

accumiaied in institutional uutreach accountd in excess of
actual Outreach expenses shall be expended only for direct support of
additional Outreach activities which are consistent with Outreach oals and
polieres, or they may be rolled-torwardand ut 1 z or genera Outreach
program support.

(6.5.) Authorized Expenditures of SSC Funds for Development Grants

The OCHE may offer Oltreach Development Grants utilizing part of the
SSC funds to support special progrs s or projects consistent with the
mission of the Outreach program. Decisions on the funding of proposed
programs and projects shall be made by the (X 1E with Vie advice of the
Outreach Advisory Committee. Grant funds shall be used only for Outreach
program development. The institution also is expected to contribute
partial funding from other sources toward the development of any program
receiving grant funding.

These criteria also are to be met by grant-funded program development
projects:

the program to be developed is legitimately a continuing
education program;
the project is replicable by other aztreack institutions;
evaluation procedures which are carried out are disseminated
systematically to other Outreach institutions;
the funded project shows promise of generating income.

The following procedures are to be followed:

A. Outreach Development Grants may be requested when the availability
of funds is announced by the COmmission.



8. All requests must clearly identify the purposes to be achieved and

must include:

a statement of need with all available supporting data;

a description of the activities to be carried out;
identification of the staff to be used;
identification of the geographic area and the target group

primarily affected;
the method of evaluating the results;
a budget;
any other information that supports the request.

C. Institutions, receiving development grants shall submit to the axe
requests for reimbursement of funds and a brief account of
activities completed to date on a oeriodic basis.

D. Upon completion of a specially funded project or program the
institution shall report to the was the results obtained and
account for the expenditures. These reports shall be made available

to other Outreach institutions.

(6.6) Contingency Account.

The uiE may budget a portion of the SSC for a contingency account.

These funds-may be held pending future program needs. Funds may be

allocated from the account to institutions for Outreach program development

when the balance exceeds $50,000.

(6.7) Unexpended Inemme

All unexpended income realized by the individual institutions at the

close of the fiscal year beyond the expenditures and the SSC for that

institution shall be reported to the QE and the funds shall be employed

only in the institution's Outreach program.

(6.8) Accountability for Use of Funds

Failure to contribute SSC funds in accordance with the policies will

result in notifieation of the institution's chief executive officer and a

request for the chief executive officer's explanation for the non-

compliance. Spending authority for the institutions' Outreach programs is

dependent upon compliance with ("omission policies.

7. CASUBSIO ME MOE MOM= tit

Institutions may charge the Montrose Education Center in the amounts
indicated on the following page for administrative costs and direct costs

of institutional support for the Wench program when they arrange for

instruction to be offered under the auspices of the Center.



Per Semester Per Quarter
Outreach Administrative Costs . Hour Hour

1) For classes run full term $200.00 $133.00
2) For classes arranged but

cancelled $100.00 $ 67.00

A 'View; Report Form" shall be submitted not later than the close of
each academic term to the Montrose Center coordinator indicating
instructional costs and revenues for each class. If instructional costs
exceed revenues the difference will be deposited in the offering
institution's CCHE account. If the revenue exceeds expenditures the
difference will be deposited in the Montrose Education CWnter account at
the CCHE and aside available for support of ether oiosims. (A 'Immo !avert
Form" is attached as Appendix G.)

11. =TICS AND PRES

(8.1) Tuition for Credit Program

Charges for off-campus credit inatrmetien in eblorado are established
by the Commission at a minimum level necessary to cover costs of the total
program, excepting any portions which are appropriated from the General
Fund. Tuition levels for 1984-85 are minimum levels to generate revenue
sufficient to cover costs and they mayWicreased by an institution when
circumstances dictate (e.g., lam potential enrollment for a high-need
course, special equipment or supplies required for instruction). -Special
fees for extraordinary services provided to students also may be charged.

Nanimmn Tuition Rates
Per Semester Per Quarter

Hour Hour

Lower Division Instruction $39.00 $26.00
Upper Division and Graduate Instruction $47.00 $31.00
Independent Study (Correspondence,

Nillti-Media) All Levels $35.00 $23.50

On an experimental basis in 1984 -85, minimum tuition levels for
televised courses delivered through Public Broadcast System stations is
$25.00 per semester credit ($16.50 per quarter credit). The PBS fee of
$15.00 per enrollment also shall be added to the tuition assessed to
students.

(8.2) Tuition for Non-Credit Cburses and Coursed Offering Ciontin!Ang
Education, Units wan

Tuition for non-credit and CEU courses shall be set at levels which
ensure that at least full instructional and administrative costs associated
with the courses are recovered.

18



(8.3) Contract Rates and Contract Stipulations

A. Rates

For programs in which a school district or other agency or

organization contracts with a sponsoring Outreach institution for

services only, the charges to the district or other agency shall be

at a level suffieent to insure full recovery of direct and indirect

costs.

In contracted programs where credit is available, the following

minimum fee schedule is in effect:

e Credit Each Additional Credit

Bon. gat Seta. Qtr.

For each individual wishing
to receive credit: $28.00 $20.00 $17.00 $12.50

B. Contract Stipulations

In contracting with another agency, institutions shall stipulate in

its contract document that the contracting agency:

1) shall not for any reason establish a tuition rate above that

agreed upon by the contracting Outreach officer

2) shall not permit instructors of contract courses to assess

additional fees or tuition; and

3) shall agree to the higher education responsibilities for

quality control detailed in section 12.8.

The sponsoring institution will request a financial statement from

the contracting agency upon completion of a contracted course.

(8.4) Refund Policx

No refund of tuition shall be made upon a student's withdrawal from a

course after one-third the class meetings have been held or after a

proportionate period of time when instruction is offered in non-traditional

time-frames. Outreach refunds may, instead, be governed by institutional

refund policies if they are similar or more stringent.

AIALIEEMEge for Classroom: or Facilit Service Fees and Liabilit

When organisations, such as school, districts, assess a fee for the use

of classroom space or equipment, the amount of that fee shall be pro-rated

among the estimated minimum class enrollment for each course affected and g

surcharge shall be added to the tuition assessed to students enrolling in

the course. Students shall be informed of the amount and purpose of such

fees.

19



a

Outreach institutions, the Montrose Education Center, and the
Obumission are not liable for theft, damage, or loss of equipment or damage
to facilities of agencies providing these for instructional purposes. No
liability is implied by any Outreach agent by contracting for use o
facilities and equipment.

O. 111111111110M8131111

Outreach administrators shall establish minimum class !sizes which
ensure that tuition revenues are sufficient to cover necessary operating
expenses and the institution's System Support Contribution.

10. en111111Willialaill01110115MD11113/1011101111110111113

(10.1) Student Admission

Policies governing the enrollment of off-campus students in individual
courses and their admission to degree programs shall be consistent with
those applicable to the admission of on-campus students by the sponsoring
institution or as otherwise approved through all appropriate institutional
processes.

Students enrolling in Outreach courses shall not be required to
matriculate and to pay matriculation fees to the sponsoring institution.
Outreach students nay, upon deciding to complete a degree, apply and if
accepted, be matriculated and become degree candidates.

(10.2) Required Registration

All persons who attend an Outreach class, credit or non-credit, shall
be registered and shall pay all required tuition (and fees, if any).
Faculty and stgff of sponsoring institutions are not exempt from this
policy.

Faculty and staff of sponsoring institutions nay be enrolled in
Outreach courses on a space-available basis when minima enrollment levels
have been reached for reduced tuition at not less than 50 percent of
regular tuition. The System Support Contribution shall be assessed in full
for student credit hours (or inputed hours) so generated.

(10.3) Space Available Retistratiors for Senior Citizens

Persons age 62 or plder nay be registered without payment of tuition on
a space available basis after the institution has determined that the class
enrollment exclusive of such persons is adequate to offer the course. No
credit shall be offered for completion of such courses, but a certificate
of completion may be awarded.

(10d4) Counseling

Counseling and other student personnel services should be made
available to students in off-campus programs. When costs of providing
these services can be demonstrated they may be included in the Outreach
program budget.

-13-
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(10.5) Financial Aid

Contingent upon the availability of funds, institutions may offer
finane!al aid to qualified Outreach students by agreeing to follow certain
administrative procedures and policies. Institutions not previously
agreeing to partleipate but who wish to do so should contact the CCHE for
details of the program.

(10.6) Student. Fees

Student activity, health, or other non-instructional fees shall not be
mandatory for Outreach students The services may be offered to students
enrolling in credit courses and, when accepted, the fees may be charged.
Facility use fees shall not be assessed by the Outreach institution.

(10.7) Student Financial Obligation

Any student owing tuition shall not be permitted to re-enroll or to
have transcripts issued until the tuition balanr0 u-s been paid.

11. FACULTY SIME11111111

(11.1) Instructor Qualificationn

Instructors in off-campus credit courses, if not members of the
resident faculty, shall have qualifications equivalent to those required of
regLlar, on-campus faculty appointed to teach the same courses in the
resident program. Cdf-campus instructors are subject to the same approval
and evaluation processes required of resident program faculty.

(11.2) Use of Faculty from Other Outreach Institutions

Use of faculty from other Colorado Outreach institutions who meet the
qualifications of the Institution sponsoring the off-campus program is
encouraged. When instructors are secured from another institution, that
institution should be invited, through its designated Outreach officer, to
co-sponsor the course(s) and, if it wishes to do so, to be given all
appropriate recognition in announcements and other publicity.

(11.3) One-Class Limit

An otherwise fully-employed instructor normallysshall teach no more
than one class or the equivalent of one class per term in any off-campus
program unless this limit has been expressly modified by the chief academic
officer or appropriate school or college dean of the institution in which
he is regularly employed.

(11.4) Dean's Approval

As a condition of teaching in an off - coypus program, full-time resident
faculty and adjunct faculty shall have prior approval of the appropriate
academic dean acting in conjunction with the designated Outreach officer.

-14-
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(11.5) Faculty Responsibility

Any individual who agrees to teach an Outreach class and becomes the
"instructor of record" must actually serve as the primary instructor.
Substitute teachers may not be assigned except in cases of emergency. This
policy does not preclude the use of outside resource personnel as long as
they are used only to supplement instruction.

(11.8) Evaluation of Faculty

Provision shall be made by the institution for student evaluation of
both faculty and course content in off-campus programs. A summary of
student evaluation procedures should be submitted to the CDS at the
conclusion of ouch year.

12. NOME A 001112111 APP10014 court coma.
(12.1) Responsibility for Academic Standards

Responsibility for course content, course requirements, examinations,
grading standards, and course evaluation rests with the appropriate
academic unit (school, college, or department). Such requirements and
standards shall be comparable to those for on-campus instruction.

(12.2) Degree Program and Individual Course Review and Approval (In-State)

Any degree program or significant component of a degree program which
is to be offered at off-campus locations in Colorado shall be offered
thrc..gh the Outreach Program and shall be approved by the Commission.
Proposals are to follow the formet included as Appendix H.

Individual courses or groups of courses not constituting a significant
component of a specific degree program which are to be offered off-campus
in Colorado are to be offered through the Outreach program under the
approved Outreach policies.

(12.3) Out-of-State Courses

Courses offered within any of the seven states contiguous to Colorado
(New Mexico, Arizona, Utah, Wyoming, Nebraska, Kansas, and Oklahoma) and
offered under the terms of 23-5-118 (IR.S. 1972, amended 1983) and with
the approval of the institution's governing board may be offered as part of
the Outreach Program. Courses to be offered beyond those states also may
be offered as part of the Outreach Program but require the special approval
of the Omission as well as that of the institution's governing board.
Policies and procedures relating specifically to out-of-state course
delivery may be requested from the Cannission.

(12.4) Exclusions tram the Policies on Out-of-State Programs and Courses

The following types of programs and courses are excluded from the
policies concerning out-of-state programs and commas.

A. Class excursions which are provided to supplement thJ institution's

regular curriculum and are offered only through the Outreach
Program);
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B. Correspondence courses and instruction delivered via television,
videotape, or other mass media (whi:h are to be offered only through
the Outreach Program);

C. Study-abroad programs which are administered on-campus and offered
primarily for the benefit of regularly enrolled students; and

D. Internships, cooperative education experiences, and student teaching
arranged for sites outside of Colorado which are offered primarily
for the benefit of regularly enrolled students.

(12.5) Applicability of Credits Toward Degrees

All credit courses offered through Outreach shall be applicable toward
a daskao sponsoring _institution as elective or required subjects
and shall be listed in the institution's general catalog. tipg courses in
approved programs may be offered for credit off-campus when Illey have
received formal approval by the appropriate faculty, institutional
omunittees, and administrative officers. Cturses offered off-campus shall
only be those which are in a discipline or field approved and*at the level
approved by am for offering by the sponsoring institution.

(12.6) CSI Standards

When instruction is offered for Continuing Education Units (tEU) the
criteria and guidelines for the offering of CSU as established by the
Coun!il on the Continuing Education Unit shall be followed.

(12.7) Holding of Scheduled Classes

When instruction involves regularly scheduled classes, all classes
shall be held, or, in the event of emergency, make-up classes shall be
held.

(12.6? Responsibilities of Higher Education Institutions to Ensure quality
of Instruction Offered to School Personnel in Cooperation with School
Districts

The quality of continuing education provided to teachers,
administrators, and other school personnel sus the subject of two
Commission-sponsored conferences in 1980 -81. One outcome was the
delineation of separate school district and higher education institution
responsibiliAes which, when compleled, would tend to increase the
probability of high quality in the programs. The following
responsibilities were identified as those of higher education institutions
when they sponsor instruction in cooperation with or urn the request of
school districts.

A. Offering instruction to meet the needs identified by the school
district, through non-credit, Continuing Education Unit, or degree
credit courses. The determination of whether a course will be
offered non-credit, for CSU, or for degree credit rests with the
institution. Any degree credits awarded, however, shall be
applicable to the institution's academic degrees.

-16- 23



B. Having a syllabus available for all courses.
.4

C. Assigning faculty members to instruct classes for which they have
the requisite educational background, experience, and demonstrated
ability to ensure a high probability of success. Substitution of
instructors with others who have not been through the complete
formal approval process is not pernitted.

D. Ensuring that textbooks, reference materials, and other needed
instructional materials are provided.

B. Ensuriii that classes vs held as scheduled, that students are
assigned appropriate academdc work, and that assigned work Is
completed.

F. Raving evaluations of courses and instructors carried out and
results made available to the school district as well as to the
instructor and his academie unit.

(12.9) lit Courses

A. Documents to be Prepared aggAget en Pile

For each Outrekeh class offered, the sponsoring institution's
Outreach administrative unit shall have ctbe followtng documents on
file:

A course syllabus approved by the appropriate academic
unit (which should include a listing of all essential
learning materials):

2. Credentials of all instructors who are not members of the
regular faculty;

3. A detailed plan for student evaluation of all Cbtreach
instructors;

4. *pies of student evaluations for the preceding tens;
(evaluations may be turned over to academic units after
one term has elapsed);

5. A report of the evaluation of each adjunct instructor as
performed by a member of the regular faculty or by an
administrative officer of the Institution Mich may be
the defignalsdastreaeh officer). Such evaluations should
be performed during one of the first two terms in which
the instructor techet. The reports should be kept on
file as long es the instructor continues to teach. Re-
evaluation should be performed at a, reasonable interval..,

-17- 24
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B. Contact Hour Requirements

Each class offered through Outreach shall have the same number
of minutes of contact per credit awarded as is required on -camas.
Variations in smite time may be desirable in certain non-
traditional formats, but these should be specifically approved by
the appropriate academic unit.

1. Lecture Classes. State policy stipulates that a minimum
of 750 minutes, fifteen 50-minute lecture classes per
semester, be held for one semester credit; or, for the
quarter system, 500 minutes or ten 50-minute lecture
classes for one quarter credit.

2. Field Instruction. Aminhnum of 1875 minutes or 31i hours
per semester credit, 1250 minutes and twenty -five 50-
minute classes per quarter credit.

3. Laboratory. A minimum of 1500 minutes or thirty 50-minute
classes per semester credit; 1000 minutes, twenty 50-
'minute classes per quarter credit.

4. Physical Education Activity Course. Aminimmn of 1500
minutes or thirty 50- minute classes per semester credit;
1000 minutes, twenty 50-minute classes per quarter credit.

5. Private Instruction. A minimum of 375 minutes per
semester credit; 250 minutes per quarter credit.

6. Recitation, Dismission) Seminar --same as lecture classes.

7. Studio-Art. A minim of 1500 minutes or thirty 50-minute
classes per semester credit; 1000 minutes, twenty 50-
minute classes per quarter credit.

8. Studio - Music. Aninimum of 1875 minutes or 31i hours per
semester credit; 1250 minutes, twenty -five 50-minute
classes per quarter credit.

0. Instruetlent1446-44ndividualizad instruction using tapes,.
films, and other media without direct faculty
supervision); Independent Study (a student project with
minimal faculty direction); and Practicum (work- oriented
instruction involving the impIenentiof classroon or
laboratory-experience under the direct supervision of a
faculty member) . Aminhamn of 1500 adnUtes or thirty 50-
minute classes per semester credit; 1000 minutes, twenty
50- minute elaises per quarter credit.

25
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S 13 . 1) Of f-Cinviii credit Undifferentiated Fran (amps Credit

Credit shall be ewerded and entered on the student record without
distinction between on-cempus 4nd off=cempus courses. Credits earned in
off-dampus courses shall be considered to be the same as those earned in on-

. campus courses for the purposes of meeting Residency or other requirements
in degree programs of the institution.

(13.2) Student Advising on Degree Requirements

Students enrolling in off-ca opus courses with a'vlea.:toward meeting
requirements of a particular degree orowrwm in a particular institution are
to be advised of the need to obtain written assurance that the course in
question will fulfill a requirement of that program. Students interested
in pursuing degree programs should be encouraged to apply for admission to
such programs at the earliest possible date.

,

14. MAMBO: 1M21101112' STOW

(14.1) Initiation of New Independst gtitdiCOUrses

A. Policies

The Colorado Consortium for Independent Study %us formed to
enable institutions to develop cooperative programs, to coordinate
their e:forts to develop and publicize their independent study
programs, and to prevent duplication of courses. New courses can
and should be developed by institutional memberi of -the Consortium,
but there should be assuranceethat a planned new aurae does not
duplicate an lxisting course being planned by another institution.

Consortium members shall submit information on each planned
independent study course to-the OCHE Outreach Program administrator,
the coordinator of the Consortium, for determination-of possible
course duplication. Approval to initiate the course shall be
received by the institution before any agreements are made with
faculty members or other persons to begin the preparation of the
course. The CORE CUtreach Program administra or s:" 1l determine
through analysis of institutional catalogs appropriate
consultation with institutional representati whether or not
duplication in course"content.exists.

In case two institutions propose the same now course, the
Consortium men*ership may be asked to determine which inStitution
should actually develop the course. In any circumstance where an
institution disagrees with the determination of the CCM Outreach
Program administrator, it may ask Jar Consortium review. If
disagreements remain, such matters shall be referred to a committee
of the deans and directors of the member institutions and ultimate
resolution, if needed, shall be the responsibility of the tom.,,

-19- 26
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B. Procedures

An institution wishing to begin preparing a new independent
study course shall submit a memorandum to the CIE Outreach Program
odministrator wi.h the following information:

Course Number
Course Title
Course Description

New information on existing independent study courses which are

being revised also shall be submitted.

For college credit courses this information shall come from the
institution's general cateog. Only credit courses which have been
approve through all institutional procedures shall be prepared for
independent study.

( . 2 ) Revision of Independent Study r s eCou s

Independent study courses shall be reviewed for possible revision by
the sponsoring institution at least every three years,

(14.3) Chair of .the Consortium for Independent Study

The chair of the Qmsortium shall rotate annually among the
institutional member representatives.

(14.4) Refunds for Independent Study Courses

RefUnds for independent study es shall not be granted beyond forty

(40) days from the date upon which 0 student enrolled. Within the forty

day period institutions may grant partial refunds, if they wish.

(14.5) Basis for System._Sqp2ojt D_ ete;mination for Independent Study

Courses

The System Support Contributionic) shall be determined upon the
basis of courses completed in a given term

lb. EACILITIEB

(15.1) Su i table Fad l'i ties

The sponsoring institution is'responsible in every case for assuring
that appropriate classioom, laboratory, and library facilities are
available prior' to announcement of 'a sourte:-

(15.2) Donation of Facilities

Colorado public educational institutions should provide facilities

without charge to both on-campus and off-campus credit instruction programs
offered through the CUtreach Program.

-20-
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1$. 26M01400111UMMUS PICESISIB

Institutions may enroll students through entreach in on-campus resident
classes after regular registration when minimum institutional class
enrollment limits have been met but'when.spece for additional enrollment
remains. Students enrolling in Space Available programs will be accounted
for as Outreach students only.The institution shall be responsible for the
System Support Contribution for the student credit hours generated.
Students enrolling in Space Available ordinarily shall have continuing
education purposes for enrolling, be non-degree, be enrolled on a part-time
basis, and shall pay Outreach tuition rates.

The Outreach administrative unit shall collect all tuition (and fees
when appropriate) and may reimburse ecademie and academie support units of
the institution for reismrsable direct adsdnistrative and instructional
expenses associated with the Space Available program. Such reimbursements
shall not exceed two-thirds of the amount received in tuition and fees.

28
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A. Outreach Advisory Committee Regions for Representation (Map)
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OUTREACH PRIMARY SERVICE AREAS
Colorado Stets ' pdverait of northers Colorado
University

Appendix 13
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*NOTE: e Four-county Denver metropolitan area composed of Denver, Jefferson, Adams. and ArapahoeCounties Is served by the Outreach Programs of DC-Boulder, DC-Deaver, UDC, and CSU. anby MSC. to addition, Part County and northern Douglas County are semen I by the OutreachProgress of DC-holder, VC-Denver, INC. and CSU. Outreach Progra ms in the metropolitanarea are coordinated through the Denver Metropolitan Area Outreach Coordinating System.
o The unique programs of the Colorado School of Mines may be offered statewide.

The area enclosed by dotted lifts. Elbert and southern Douglas Counties, is assigned to UNCfor progress in education.

The Montrose Education Center serves Montrose, Delta, Ouray, and San Miguel Counties. Instruction maybe provided by any state institution to respond to educational needs of the arei. (The service areais enclosed by dotted lines on the nap above.)

BEST COPY AVAILABLE

34



APPENDIX C

k4 "41 h .!.



0-1

Military Installation Letterhead
as appropriate

(Addressee: thief Academic Officer)

Dear

ix 'C c,

This office has determined the need among military personnel and civilian
employees for the courses or programs of instruction listed on the enclosed
form to be offered on this installation. In accordance with the policy of
the Colorado Commission on Higher Education, we are requesting your
institution as the nearest appropriate institution to provide the
instruction needed.

If your institution is able to provide all or part of the educational
opportunities requested, please notify this office by (date, two weeks
later) so that we can initiate the procedures with your office of
continuing education to offer the course on the installation. If part or
all of the request cannot be met, please let us know so that another
institution can be contacted. Commission on Higher Education procedures
call for referral of the request to other state colleges or universities as
directed by the Commission first, then to out-of-state in if
necessary.

Thank you for your attention to this request.

Sincerely,

Miliary Education Director

cc: Institutional Chief Executive Officer
Institutional CUntinuing Education Officer
CCHE Outreach Director
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0-2 Appendix C

COURSE ORWEST FORM
(Military Installation Programs)

1. Requesting Military Installation:

2. Term and Year Instruction Requested For:

3. Courses of Instruction (or Program) Requested:
(Indicate for each course or program: if Lower Division (ID),
Upper Division (UD), or Graduate Level (C) .]

4. Special Criteria or Needs, if any:

5. Signature of Requesting Officer:

Date of Request:

Original: Institutional Chief Academic Officer

Copies: Institutional Chief Executive Officer
Institutional Continuing Education Officer
CC IE Cutreach Director
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ra
Outreach

Coordination)

Instruction

Military
Installation

STEP I

1

lR

PROCEDURES FOR MILITARY EDUCATION REQUESTS

CCU

I

MILOS

Requests Referral
To Other Appropriate

College or University

Military
Education
Director

6
IMilitary

Installation

STEP I

Provides
Service

1

CCU

Instruction

I

Military
Installation -

PROCEDURES: (1) Seek services from nearest Colorado public institution; if not ova table, go to Step II.
(2) Request CCM to designate alternate pOblic institution(s); request services; if services

not available, go to Step III.
(3) Seek services from out w! -state institution; inforo CCES.
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Institution:

oxatAro OCNNISSION CN HIGHER EDUCATICR
,300 Broadway, Second Floor

Denver, Colorado $0203

Institutional Outreach Program Budget Request

For Year 19

PfICUECIID EISIOL111814T AND

credit Program

Non-Credit Program

Special Fees; Other Sources
of Revenue (Identify)

EXPENSES

Enrollment
Student Credit

Hours

(Imputed)

TarAL REVENUE

InstruetrbnaI

Administrative (Provide eost breakdown on
page 3)

System Support Cbntribution
Based on generation of
hours x $.90

Percent of
Total Expenses

student credit

(Continues on page D-2)
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INSTIIUTIONAI. MEOW

Signed:

D-2

Appendix D

is

Institutional overhead is limited to not more thin 8 percent of Outreach
personnel costs, both adMinistrative and instructional, at institutions
whose Outreach Program gross expenses are lesssthan $1 million.
Institutional overhead is limited to not more than 1.5 percent of gross
expenses of the outreach Program at institutions *toss gross expenses are
over $1 million. Direct costs of institutional servicsalirovided to the
Outreach Programs if any (e.g. admissions, record-keeping; computer
services, facilities for offices and classrooms, and any contributions to
academic or administretive units), shall be included in the maxhmen
overhead amount claimed. If lowers the costs of such services way be
charged to the Outreach Program in lieu of overhead. institutions may
provide support services at no cost to the Outreach Program and may waive
overhead charges.

INSTIIUTION'S CUTRFACH
DIRECTCR

MIX EVROS

LIMINIMM1=1.

Date: Signed: Date:
INSTIIUTION'S V103
PRESIDENT PER
ACRD IC AFFAIRS
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Appendix D.
11. ADMINIFIRATIVE AND CPIERHEAD aagr BREAKDCMN

Nunber of
. Individuals PTE Compensation/Expenditures

1. Personal Services

a. Outreach Administrators

b. Outreach Program Coordinators

e. Professional Classified Staff

d. Clerical Support Staff

e. Hourly EMployees

2.- AdministrativeTravel

3. Other Current Expense
(Identify Mhjor Items)

a.

b.

c.

d.

e.

4. Capital Oet.ay
(Identify Major Items)

a.

b.

'TOTAL AMIINISMATIVE COSTS

Direct and Indirect Costs of Support Services
(Institutional Overhesd)

.1111111M(11M

Institutional overhead is limited to not more than 8 percent of Outreach
personnel costs, both administrative and instructional, at institutions
whose Outreach Program gross expenses are less than $1 million. Inistitu-
tional overhead is limited to not more than 6.5 percent of grosi expenses of
the Outreach Program at institutions whose gross expenses.are over $1 million.
Direct costs of institutional services provided to the Outreach Program, if
any (e.g. admissions, record-keeping, computer services, facilities for
offices and classrooms, and any contributions to academic or administrative,
units), shall be included in the maximum overhead amount claimed. If lower,
the costs of such services may be charged to the Outreach Program in lieu of
overhead. Institutions may provide support services at no cost to the

Outreach Program and may naive overhead charges.

'IUFAL AVM NIEMATIVE AND MIMI) COWS
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III. NARRATIVE

Narratively describe the main thrusts of your institution's planned component
of next year's Outreach Program. Emphasize the significant changes expected or
planned in your program.

Identify:

the counties in which the majority of your program will be
delivered;

the major types of programs to be emphasized (e.g. school district
contract programs, non--credit business-oriented; undergraduate open
classes);

any unique or discrete new programs that represent a special sub-
category of your program; (these are to be budgeted in section IV,
below);

programs planned for statewide delivery next year.
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IV. NW SUBPIECIIAM RATIONALE AM) BUDGET(S)

For each new, major, plannied sub-program, complete this program budget format.

1. Program title or brief identification:

2. To what clientele is this program aimed?

3. At what locations or in what eounty(ies) a411 the program be delivered

4. Briefly describe the method for the delivery of the instruction:

5. Paw, or upon whose initiative, was the program developed?

6. Estimated enrollment:

7. Fiscal projections --

Estimated total revenue

Estimated total expenses

Total Number
of Classes

V. 01IPARATI'VE DATio.
F PRIOR CURRENT. ANDREQUEST

1983-84 1984-85 1985-86°
Actual Minuted Projected

Total Number
of Enrollments

Total apensesMIMMIMNIJ
Total Revenues

Total SW
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Appendix E

Instructions for Reporting Administrative, Progrml,
and Financial Data for the Outreach Program

Colorado Comnission on Higher Education
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8-2 CODIN6 AND PROCESSING INSMICTIONS

AL Each institution participating in the Outreach system should prepare data

in the manner prescribed below. Paragraph 1 describes the programs that are

used by the institution's computer center to process and reformat the data to

submit to the CCHE Outreach Program The remainder of the

instructions describe the types of data to be reported and ham they are to be

coded in the coding sheets. Specimen coding sheets, which may be copied, are

included at the back of this.manual. Figure 1 is a flowchart which shcilvs the

steps in the processing of the B-2 data.

1. Mandatory Format of Data Submission to CCHE

The Outreach program director at the institution should submit the

completed data forms (described in section 2) f6 the institution's computer

center for processing. The data on the forms are input into programs

JBIK (edit and reformat data) and JBIM (update file and print proof listing).

These are the same programs as used in 1983-84. The General Government

Computer Center am has provided each participating institution's computer

center with the appropriate documentation and the necessary programs required

to process the 111-2 program data. An edit report is produced by program JBIK.

The institution's Outreach director should correct all errors identified by

the edit report and resubmit the data forms to the institution's computer

center. This process should be repeated until an error free report is

produced. A computer print-out proof listing of the final 'Lite, free of

errors, and a tape of the reformatted data generating the report should be

submitted at the end of the fiscal year (by August 31) to the WEE Outreach

Program director.

The institution's Outreach program director and the chief fiscal officer

should sign-off on the end-of-year report before it is submitted to the CXiIE.
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The tape (output from the error-free MEW program) submitted must meet the

following specifications:

EBCDIC

Nine Track

Density - 1800 or 800 BPI

Record Length - 100

Block Size - 41,000

1 File Per Tape

Labeled or Unlabeled

An external label must be affixed to the tape identifying the institution

and the data. Tapes in the wrong format and/or with uncorrected errors will

be returned to the institution for reprocessing. If the institution

encounters difficulties, or needs copies of the edit programs, please contact

the CCHE Outreach Program director for clarification prior to submitting a

tape.

f 4
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flaure 1

FLOWCHART OF ADMINISTRATIVE, PROGRAM, AND FINANCIAL DATA INPUT
FOR THE OUTREACH PROGRAM

-DATA FORMS 3 & 4)
TRANSACTIONS

INSTITUTION "S
COMPUTER CENTER

JBIK

aBIM

COPY

AND

PRINT-OUT

CCHE
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2. Data Forms

A. The Administrative Data Form (Code 3) is designed to obtain data on

the administrative FIB and expenses attributable to the Outreach

program. The Code 3 report should be completed once for the entire

\
year.

B. The Course Instruction Data Form (Code 4) is designed to obtain

information about each section of each course taught breach CUtreach

institution. Ow line of the Code 4 ions should be completed for each

\\class section taught. The Code 4 report should be completed for each

rse in each term, but submitted once for the entire year. The Code

nn also is used to report finaneial,data for each program type.

3. nsorsh r b More Than One Institution

In thos instances where two or more institutions cooperatively

sponsor a course, the course should be reported by each institution and

each should identify only the total number of students enrolled with it

and its portion of expenses.

4. Double-Listed Courses

A course recognized in more than one department of an institution

(such a "English 101, same as Speech 101") should have an entry made under'

only one department, the one in which it is principally attached. Thus,

if English 101 and Speech 101 are the same course and it is considered as

primarily belonging to the department of speech, the full entry of course

number, section number, eta., should, be made for the speech course. An

arbitrary decision may be required in same eases. A duplication of

entries should not be made.
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5. ()venom of Data

In the event that data overflows field in the Administrative Data

Form (Code 3) the following procedure should be applied:

A. Enter all data in the other fields;

B. In the field in which data overflow, enter as many data as possible

(e.g., when five digits, such as 14,500, should be entered into a

field of four spaces, enter 9 9 9 9 in the first entry);

C. An additional entry should then be completed as follows:

1) Code columns 1 through 8 only (term, year, institution);

2) Enter the remaining data from the overflowing field. With 9 9 9 9

entered in the first entry and a total of 14,500 the additional

entry in the same field should be 4 6 0 1;

3) All other fields are left blank in the second entry;

4) As many additional entries as needed may be made and all are coded

in columns 1 through 8 only plus the additional partial data in

the overflowed field.

6. Haw to Code Independent Study (Correspondence)

Because a student may enroll in an independent study course at any

time and has a year (or more, with extensions) to complete the course,

independent study is to be reported in two ways, as follows:

A. New Enrollments. New independent study enrollments ity are to be

reported with the financial data. See the instructions on page E-15.

B. Caipleted Independent Study Courses. An entry should be made for each

course in which at least one student completed all course work and

received a grade in that term. The following information should be

included:
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1) Department Number:

2) Course Number;

31 Section NuMber: may be left blLnk;

4) Credit Hours: credit value of the course, not student credit

hours;

5) Enrollment: the total number of students who cOmeleted the

course. (The System Support Contribution will be determined by

this nuMber.)

8) County: the code for the county in which the institution is

located. .0

7) Class level;,

8) HMIS code: the 2 -digit (plus zeroes) eode; see the HMIS code

list, page E-18.

9) Fxpense and Revenue: leave blank.

10) Form Code: Mode. "4 ", in column 80.

7. Reporting Financial Data

Financial data are to be reported for instruction by "program type."

Expense and revenue data are not included with the entries for each

course. A separate expense and revenue entry is made for each program

type, instead. Refer to the specific coding instructions below.

8. Courses Cancelled Which Incurred Expenses

Courses cancelled which incurred expenses, such as an instructor

meeting the first class, should not be entered in the Course Instruction

Data Form Mode 4). ThOse expenses should be considered as administrative

expenses and entered in the Administrative Data Form (Code 3).
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9. B-2 Da a Cbrreetions. ,
.

In titutions can correct errors by submitting correcting data .to their

eamput ng centers. An institution may amend data already in the file as

foil

A. To .dd new records to the file (including records printed in the

diag stie report because of errors), code the records in the same

mane as for the original set of data.

B. To cha e fleidsiir-records-atready-ln -the file, the cu fete reeord

must coded like the original data set. The new record will replace

the o d onein the file.

C. To Olete records from the file:

1) The "Code 3" record, a single record, eannot be deleted, but an

error in data originally submitted can be corrected by submission

of a replacement record.

2) To delete-a "Code 4" record, code:

(a) TEM and YEAR in colimins 1 through 4;
(b) INSTIATTICS NU1 13ER in columns 5 through 8;
(c) PIM54 TYPE in column 9; (4

(d) DEPARTMENT NUMER in columns 10 through 14;
(e) CCURSE HUMBER in columns 21 through 25;
(f) SECTION KAM in columns 26-through 31;
(g) COLT HOUR VALUE in columns 32 through 34;
(h) "6" in column 80 (the form code column).

The Department, Course. Section Numbers And Credit Hours should be

eniered as they appeared in the proof listing since this is how they are

written in the record.
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Specific Coding Instructions
Administrative Data Form (tide "39

Column

1-4 YEAR: -The first four columns identify the academie year; use the

following code for 1984-85: Q 4 4 5. (Since data are reported for

the year as a whole, a zero is used in the Term position.)

5-8 INSTITUTION NUMB,: The institution number, beginning with column 5,

should be coded, using the number for the institution in the list on.

page E-18.

9-11 ADMINISTRATIVE FTE: Enter the full-time equivalent administrators

assigned to the Outreach program. Cbordinators of specific programs

should be accounted for in the field 19-21. Assume 1 decimal. Zero

fill; right justify. (Examples: 010 for 1 FTE; 015 for 1.5 FTE.)

12-18 ACMINISMATTVE 03,,PENMTION: Compensation for the FTE reported above

should he reported to the nearest whole dollar. Zero fill; right

justify.

19-21 INSTHUTIONAL COOMINATOR FTE: Enter the number of FTE coordinators

-- positions assigned to specific programs. Assume 1 decline'. Zero

fill; right justify.

22-28 INT' 11JTIONAL °DOMINATOR COOPENSATICR : Compensation for the FTE

reported immediately above should be reported to the nearest whole

dollar. Zero fill; right justify.

29-31 PRCFESSICNAL CIASSIFIED STAFF FTE: Enter the number of FTE staff

having professional responsibilities who are classified in the State

Personnel System. Assume 1 decimal. Zero fill; right justify.
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Column

32-38 PROFESSIONAL CLASSIFIED STAFF 001IPENSATION: Compensation amount for

the FTE reported hnnediately above should be reported to the nearest

whole dollars Zero fill; right justify.

39-41 CLERICAL SUPPORT FTE: Enter the number of FTE clerical positions

assigned to Outreach responsibilities. Assume 1 decimal. Zero fill;

right justify.

42-48 CLERICAL OCMPENSATION: Compensation for the clerical FTE immediately

above should be reported to the nearest whole dollar. Zero fill;

right justify.

49-55 HOURLY SALARIES: Enter the total amount to the nearest whole dollar

paid in salaries for hourly emplayee8 Utilized in the Outreach

program. Zero fill; right justify.

56-61 ADMINISTRATIVE TRAVELCOSTS: Enter the costs to the nearest whole

dollar of travel of administrators and coordinators when associated

with Outreach duties. Zero fill; right justify.

62-67 DIR1UF AND INDIRECT COSTS OF IN6THUTIONAL SUPPORT: Enter the total

amount to the nearest whole dollar reimbursed to the institution for

direct and indirect costs of support to the Outreach program. (see

policy section 4.3). Zero fill; right justify.

68-73 artwa CURRENT EXPENSE: All other expenses not covered above are to be

entered to the nearest whole dollar. Zero fill; right justify.

74-79 CAPITAL CUTLAY: Enter the sum of monies used for capital outlay to

the nearest whole dollar. Zero fill; right justify.

80 poswiale Always code as "3".
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Instructions
(Course Instruct n-'0.60-"rni "4 ")

Institutions shall report course data independently of financial data.

Financial data for the instructional programa are to be reported for discrete

program types instead of by individual classes. Instructions for reporting

financial data are given in Section 8, below.

A. iteffaucriata F RE1 ORTIM3 COURSE DATA

These data are to be reported by individual class.. Each class entry

shall be completed through column 46. The financial data fields beginning

with column 47 and continuing through column 79 must be left blank.

Column 80 must be coded "4".

Column

1-4 TERN and YEAR: The first column identifies the term and tho next

three eolunms the academic year. (If a class overlaps two academic

terms, report the class in the term in which the class ends.) If data

are reported only for the full year, which is acceptable, the first

column should be coded "1". Otherwise, use the codes to identify the

terms and the year for the 1984-85 program as follows:

Term

Quarter

Code

Semester or Trimester

Term Code

Summer 1984 1 845 Summer 1984 1 845

Fall 1984 2 845 Fall 1984 2 845

Winter 1985 3 845 Between term activities 3 845

Spring 1985 4 845 Spring 1985 4 845

5-8 INSTITUTION NUN BR: The institution number, beginning with column 5,

should be entered, using the code number for the institution in the

list on page E-18.
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PROGIVel

Code Ptogram 'tape

1 Non-Credit
2 Contract
3 Independent Study
4 Space Available
5 Open Classes
8 Extraordinary

10-14 DEPARMMENT NUMBER: The department number is assigned by the

institution. Use the same numbering system as is used for the

"Resident Oasses Taught Report" (ftrnmE1-1) submitted to the CCHE.

Nagy include alpha charieters. This data field is to be right

justified and zero filled. Nky not be blank.

15-20 DEPARZWENT NOE: The department name is to be abbreviated to not more

than six characters. Use the same name for the department that is

used on-campus. This data field is to be left justified. Nky not be

blank.

21-25 COURSE NUMBER: The course number should be the same as that listed in

the institution's catalog. In most instances alpha characters are

used as a suffix. Use columns 21-23 for the numeric portion of the

course identification (right justify and zero fill) and columns 24 and

25 for the alpha (left justify). tipsy not be blank.

26-31 SBCTION NUMBER: Class sections of a course should be numbered or

lettered in accordance with the institution's tamed pattern of

designation. Each class section should be entered on a separate line.

Thus, if English 101 is taught in five sections, each of the five

sections should be reported on a separate line. This data field is to

be right justified and zero filled.
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32-34 CREDIT-HOUR VALUE: The credit-hour value should be reported in

semester or quarter hours in accordance with the standard practice of

the institution. THESE COUretiS MY NEVER BE LEFT BLANK CRICCMPLETELY

ZED) FILLED. This data field is to be right justified and zero

filled. Column 34 is the decimal position; if the class is reported,

with credit value in whole numbers (e.g., 3 credit hours), column 34

should have a zero.

`Credit Value Data Field Example:

Columns:

. 32 33 34

0 3 0 = 3.0 credit 'hours
0 0 5 = 0.5 credit hours
0 5 5 = 5.5 credit hours
1 2 0 = 12.0 credit hours

Credit for courses having both lecture and laboratory sections

should be prorated to the nearest whole number for each. For example,

a four-credit chemistry course consisting of three one-hour lecture

sessions and one three-hour laboratory each week would be reported on

two lines of the report form: one line, reporting the appropriate

information for the lecture portion of the class; the next line, also

with all columns completed, reporting the laboratory information.

Non-credit courses must use an imputed value of credit hours even

though the class will be reported as "non-credit." Fifteen contact

hours equals one semester credit. Do not report unscheduled

laboratory or other special class sessions for which no credit is

granted. Honors courses and other courses which satisfy institutional

degree requirements but which have no designated' credit value should

be,assigned an appropriate credit value by the reporting institution.
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Separate entries should be made for such classes for each specific

value of credit 8110 the enrollment reported as the number of persons

receiving that amount of credit.

A course having variable credit should be reported with separate

entries for each credit value. The enrollment reported for each entry

should be the number of students receiving. that amount of credit.

Column

35 -3k EtliCLIMMT: Report the number of students carried on the official

class list fag each section. This data field is to be right justified

and zero filled. (Na independent study enrollments are not reported

here but rather with financial data. See part B, following.)

39-41 CCUM: Code each entry by the eade for the county in which the

course was taught. See the county code list on page E-19. This data

field is to be right justified and zero filled.

42 (ARSE LEVEL: The following codes should be used to identify the

level of the course:

Code Level

1 High School/Remedial
2 Non-Credit (always use this code when the program type is

Non-Credit)
3 Lower Division
4 Upper Division
5 Graduate

Included under High School/Remedial should be developmental

courses taken preparatory for admission to occupational-technical,

university, parallel-college transfer, or bachelor's degree programs.
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Courses designed primarily for freshmen and sophomores should be

reported as "Lower Division". Curses designed for Juniors and

seniors and not normally open to freshmen and sophomores are "Upper

Division." Courses designed for students enrolled in masters, post-

graduate professional, or doctoral programs should be reported as

"Grachtste."

Courses coded as non-credit program type (column 9) must also be

coded as non-credit course level in column 41. Open Classes offered

for credit for which a student might enroll on a non-credit basis

should be reported only at the actual level of the class (e.g., "lower

division") and not as course level Non- Credit.

43-46 HMIS TA*)Off CODE:, All REGIS entries should be the 2-digit (plus

two zeroes) codes from the Hams code list on page 11-18.

47-79 FINAKIAL DATA FIELDS: mg BE LEFT ELAM

80 FORM CCDE: Always code as "4".

B. INSTRUCTIONS FOR REPORTING FINANCIAL DATA

Financial data may be reported in any of three *vs: (1) through

the B-2 system using the instructions that follow; (2) using the Year-End

Outreach Financial Report found as Appendix I in the 1984-85 Outreach

policies and procedures manual; or (3) using the institution's official

end-of-year report for the outreach Program. Regardless of the reporting

format the signatures of the institution's chief fiscal officer and

Outreach director should be affixed.
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A single entry is to:be made for each program type which shams the

total expenditures and revenues for that program type. Program types are:

1 Non-Credit
2 Contract
3 Independent Study
4 Space Available
5 COen classes
6 Extraordinary.

For the Independent Study program only, enter the number of new

enrollments in columns 35-38.

Column

1-4 TEM and YEAR: The first column identifies the term and the next

three columns the academic year. (If a class overlaps two academie

terms, report the class in the term in which the class ends.) If data

are reported only for-the full year, which is acceptable, the first

column should be coded "1". Otherwise, use the codes to identify the

terms and the year for the 1984-85 program as follows:

Quarter Semester or Trimester

Term Code Term Cede.

Summer 1984 1 845 Summer 1984 1 845

Fall 1984 2 845 Fall 1984 2 845

Winter 1985 3 845 Between term activities 3 845

Spring 1985 4 845 Spring 1985 4 845

5-9 To be coded the same as the course entries.
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Code the remaining columns as follows:

10-14

15-20

21-25

26-31

32-34

35-38

39-41

42

43-46

47-54

55-62

63-79

80

DEPARTMENT AMBER: Zero fill

DEPAITIMENT NAM: LEAVE MANIC.

MUNE WWI:

SECTION NUMMI:

CREDIT-1M VALUE:

EMINENT:

COUNTY:

CCURSE LEVEL:

ft

ft

ft

HMIS TAXINC7a aVE: "

EXPENSE: Enter the total
for the program

REVENUE: Enter the total
for the program

LEAVE BLANK

FCCIVICME: Always code "4".

" Except, enter new Independent Study
enrollments. Zero fill; right justify.

ft

11

expense figure tp
type. Zero fill;

revenue figure to
type. Zero fill;

the nearest whole dollar
right justify,

the nearest whole dollar
right justify.
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Institutional Number codes

Adams State College 0620
Colorado School of Mines 0300
Colorado State University 0410
Fort Lewis College 0510
Mesa College 0625
Metropolitan State College 0630
University of Southern Colorado 0640
University of Colorado-Boulder 0210
University of Colorado-Colorado Springs 0240
University of Colorado- Denver 0230
University of Northern Colorado 0470
Western State College 0680

HEGIS Codes

0100 Agriculture & Natural Resources
0200 Architecture & Environmental Design
0300 Area Studies
040G Biological Sciences
0500 Business & Menagement
0600 Communications
0700 Computer & Infonmation Sciences
0800 Education
0900 Engineering
1000 Fine & Applied Arts
1100 Foreign Languages
1200 Health Professions
1300 Home Economics
1400 Law
1500 Letters
1600 Library Science
1700 Methematies
1800 Military Sciences
1900 Physical Sciences,
2000 Psychology
2100 Public Affairs do Services
2200 Social Sciences .

2300 Theology
4900 Interdisciplinary Studies
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County Codes

Adams 001 Logan 075
Alamosa 003 Masa 077
Arapahoe 005 Mineral 09
Archuleta 007
Baca 008 Mbffat 081

Mbntezuma 083
Bent 011 Montrose 085
Boulder 013 Mum 087
Chaffee , 015 Otero 089
Cheyenne 017
Clear Creek 019 Way 091

Park 093
Cbnejos 021 Phillips, 095
Costilla 023 Pitkin 097
Crawley 025 Prayers '099
Coster 027
Delta 029 Pueblo 101

Rio Blanco 103'
Denver 031 Rio Grande 105
Dolores 033 Routt 107
Douglas 035 Saguachc 109
Eagle 037 San Jual. 111.
Elbert 039 San Miguel 113
El Paso 041 Sedgwick 115
Fremont 043 Sumnit 117
Garfield 045 Teller 119
Gilpin 047
Grand 049 Washington 121

Weld 123
Gunnison 051 Moe 125
Hindsdale 053
Huerfano 055
Jackson 057 Other States
Jefferson 059

Kiowa 061 Arizona 904
Kit Carson 083 Kansas 920
Lake 065 Nebraska 931
La Plata 067 New Mexico 935
Larimer 069 Okiahana 940

Utah 949
Las Animas 071 Wyoming 956
Lincoln 073 Other States 979

Oat-of-Country 980 .

/
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Appendix F

Colorado Commission on Higher Education
1300 Broadway, 2nd Floor
Denver, Colorado 80203

CUTREACH FOLICYOUNPLIANOE SURVEY, 1984 -85

Please cheek the appropriate space below, provide explanations as necessary,
sign and date this form, and return' it by April 1 to the Director of Outreach
Programs, Colorado Commission on Higher Education.

Name of Institution

1. Name and title of the designated institutional Outreach officer. (2.1)

2. The institution responds to educational needs within its service area or
facilitates a response by another institution. (2.2)

Yes

No; Explain:

Advertisements, publications, and announcements of Outreach programs,
policies, and procedures are only authorized by the designated Outreach
officer or the institutional chief executive officer. (2.3)

Yes

No; Explain:

4. Programs primarily are offered within the institution's assigned
geographical service area and defined clearance procedures are followed
when instruction is to be offered in another institution's service area.
(3.1, 3.2)

Yes

No; Explain:
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5. Courses delivered by television or other media are offered through the
Outreach system. (3.3)

Yes

No; Explain:

6. Unique academic programs are offered, as available, statewide, but
notification is provided at least 10 days in advance when such programs
are to be offered in another institution's primary service area. (3.4)

Yes

No; Explain:

7. Credit courses offered are non-duplicative of instruction.offered by
local entities such as. school districts, HO( 5, or community colleges
within their own districts. (.3.5)

ti

Yes

No- Explain:

8. Instruction offered on military installations is advertised only in
publications for military personnel and the military's civilian employees
except when the disclaimer is used in advertisements addressing larger
audiences. (3.4)

Yes

No; Explain:

9. A preliminary plan by the institution for meeting educational needs
within the primary service area is submitted to the CX1E as requested.
(4.1, 4.2)

Yes

No; Explain:



.

F-3 Appendix P

10. Adm:nistrative expenses charged to CUtreach are only those associated
exclusively with Outreach activities. (4.3)

Yes

No; Explain:

11. No more than an amount equal to 8 percent of Outreach personnel costs,
both administrative and instructional, at institutions whose Outreach
program gross expenses are less than $1 million; or no more than an
amount equal to 6.5 percent of Outreach program gross expenses at
institutions whose gross expenses are over $1 million has been provided
to the institution as reimbursement for overhead expenses and direct
costs of services provided. (4.2. 4.3)

Yes

No; Explain:

12. Reimbursement for mileage and subsistence is made at rates not exceeding
currently authorized state travel regulations. (4.5 B)

Yes

No; Explain:

13. A mid-year report of courses and enrollments was provided to the
Commission by January 1. (5.1)

Yes

No; Explain:

14. The final, full-year, corrected 8-2 print-out edit report, properly
signed, and the computer tape were submitted by August 31. (5;2)

Yes

No; Explain:
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15. End-of-year financial data, actual or estimated, were submitted by July
15. (5.2)

Yes

No; Explain:

16. The System Support Cbntribution was paid on or before March 1. (6.1)

Yes

No; Explain:

17. Imputed credit for non - credit classes is determined on the basis of 15

contact credit hours per semester credit (10 contact hours per quarter
credit).

Yes

No; Explain:

18. System.Support Contributions are paid in full on the basis of the
approved current S9C rate per student credit hour. (6.3)

Yes

No; Explain:

19. Any surplus funds above actual Outreach expenses are used for addit!onal
Outreach activities consistent with outreach goals and policies. (6.4)

Yes

No; Explain:

0

20. Any unexpended
of the current
program. (6.6)

Yes

.N.IIMMI=

Outreach income will be reported to the OCHEjat the close
year and rolled-forward for the institution's Qitreach

No; Explain:

7o
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21. Tuition charges have been established for all Outreach instruction at the
approved rates or above. (8.1, 8.2, 8.3)

Yes

No; Explain:

22. Refunds of student tuition are granted for course withdrawals only up to
one-third of the class meetings or in accordance with a similar
institutional policy. (8.4)

Yes

No; Explain:

23. A surcharge has been assessed to students in all cases where classroom,
equipment, or facilities service fees have been charged. (8.5)

Yes

No; Explain:

24. No liability for theft, damage, or loss of equipment, or damage to
facilities has been stated or implied. (8.5)

Yes; Explain:

No

25. Minimum class sizes have been established to ensure that revenues cover
operating expenses. (9)

Yes

No; Explain:

26. Students are enrolled in4Outreach courses or degree programs under
policies consistent with those that apply to on- campus students at the
sponsoring institution. (10.1)

Yes

No; Explain:



F-6 Appendix F

27. Students enrolling in Outreach courses are not required to matriculate
and pay matriculation fees. (10.1)

Yes (not required)

No; Explain:

28. No persons attend Outreach classes who have not registered and paid
tuition (except the sponsoring institution's faculty and staff who pay
not less than 50 percent of tuition for, registration on a space available
basis). (10.2)

Yes (class attendees have paid tuition)

No; Explain:

29. Mandatory student activity, health, or other non-instructional fees are
not charged to Outreach Students. (10.6)

Yes (fees not charged)

No; Explain:

30. Students having Outreach financial obligations are not allowed to re-
enroll or to have transcripts issued. (10.7)

Yes (not allowed)

No; Explain:

31. Instructors of off-campus classes, if not meMbers of the resident
faculty, have all qualifications of faculty appointed to the resident
faculty and are subject to the same approval processes as resident
faculty. (11.1)

Yes

No; Explain:
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32. When instructors are employed from the faculties of other Outreach
institutions, the opportunity is made available for the instructors,
institutions to co- sponsor. (11.2)

Yes

No; Explain:

33. Outreach instructors who are full-time members of the resident faculty
are restricted to one Outreach class per term (unless the policy is
expressly modified by the chief academic officer). (11.3)

Yes

No; Explain:

34. School and college deans are asked to give their approval before resident
and adjunct faculty are employed to teach OlOcalsoh olasses. (11.4)

Yes

No; Explain:

35. "Instructors of record" actually serve as the primary instructor in all
Outreach courses. (11.5)

Yes

No; Explain:

36. Student evaluations of Outreach faculty and course content are conducted.
(11.6)

Yes

No; Explain:

37. Outreach course'quality standards are comparable to those of courses in
the resident program (e.g. course content, requirements, examinations,
grading, etc.). (12.1)

Yes

No; Explain:
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38. Planned degree programs or major components of degree programs in
Outreach are proposed formally to the CAE. (12.2)

Yes

No; Explain:

39. Out-of-state instruction Is delivered only under the terms stipulated in
Colorado statutes (23-5-10, C.R..s. 1973 amended 1983) except for the
types of programs and courses specifically excluded in policy 12.4.
(12.3, 12.4)

Yes

No; Explain:

40. Credit courses offered through Outreach will apply toward a degree at
your institution, are listed in the institution's general catalog, or
have been formally approved by the appropriate faculty; committee, or
administrative officer. (12.5)

Yes

No; Explain:

41. Continuing Education Units ((1111) are offered in accordance with the
guidelines and criteria of the Council on the Continuing Education Unit.
(12.6)

Yes

No; Explain:

42. When instruction involves scheduled classes, the classes are always held
(except in cases.of emergency). (12.7)

Yes

No; Explain:
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43. When instruction is provided in cooperation with school districts the
responsibilities itemized in policy 12.8 are carried out.

Yes

No; Ex lain:ain:

44. The documents stipulated in policy 12.9 A are kept on file.

Yes

No; Explain:

45. Outreach classes are organized to conform to state contact hour/credit
hour policies except when variations gee approved by the appropriate
academic unit. (12.9 B)

Yes

No; Explain:

46. Credit earned through Outreach courses is not distinguished in
institutional student records from credits earned in on-campus courses.
(13.1)

Yes

No; Explain:

47. Independent study courses are made available only through the Consortium
for Independent Study. (14.1)

Yes

No; Explain:

48. Independent study courses are reviewed for possible revision at least
every three years. (14.2)

Yes

No; Explain:
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49. Refunds for independent study courses are not granted beyond 40 days of
student enrollment. (14.4)

Yes

No; Explain:

50, When Space Available programs are offered, students are accounted for as
Outreach students and tuition and fees are collected by the Outreach
administrative unit. (16)

Yes

No; Explain:

51. When Space Available programs are offered, resident Institutions are
reimbursed only for direct administrative and instructional expenses of
the Space Available program and in an amount not in excess of two-thirds
of total tuition and fees generated in the program. (16)

Yes

No, Explain:

Date:

Date:

Signature:

Signature:

(Designated Institutional
Outreach officer)

(Chief Academic Officer)

Remarks:



APPENDIX G

77



COLORADO CCMHISSION Cti HIGHER EDUCATION
IMNTROSE EDUCATION CENTER

P.O. Box 790, Montrose, Colorado 81402

CLASS REPORT

This form is to be completed for each class offered in the Montrose service
area, including cancelled courses, by the sponsoring institution. Cbpies are
to submitted to the Cbordinator, Mc ntrose Education Center at the address
above. The institution should also retain a copy.

SPONSORIPG

COURSE (Number and Title):

TERMVirEAR: / Fr18 - CLASS LOCATION:

Expenditures

Outreach Administrative Costs
(Charge-is to be at the rate of $200
per semester hour of credit offered
or $133 per quarter hour of credit
offered for courses which run, and
$100 per semester hour or $67 per
quarter hour for classes which are
cancelled.)

Instructional Costs

Faculty Compensation (including benefits,
time-in-transit, per diem, etc.)

Travel

Instructional Supplies, Materials, and
Miscellaneous

TOTAL

Revenue (from tuition and fees)

Net

COME USE ONLY

Credit to institutional aceount f ran Montrose
General Fund Account:

Credit to Montrose Education Center Account from
Institution:

Approved by:

Montrose Education Center Coordinator

(DIE Outreach Program Director
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POLICIES, PRCCEDURES, A} MOS& FOR KT
KR PROPOSALS FOR NEW OUTREACH DEGREE

PROEMS OR FOR 31161011 OCRIFIONERTS
CP DECREE PROGRAMS

Degree programs and major components of degree programs are not to
be offered through the Outreach Program (1) unless they are programs
that are already approved to be offered by the institution, and (2)
until they have been formally proposed as an Outreach degree program and
approved by the Commission staff. (See Policy 12.2)

Institutions desiring to offer a degree program or major component
of a program shall submit a proposal to the Cannission which is prepared
in the format outlined below and which responds fully to-each item of
information requested. Because the program will already be a program
approved for offering on-campus by the institution and the request only
will be for delivery off-campus, the items of information relate
specifically to the delivery of the program at an off-campus site.

The Can nission will request review of proposals by the Outreach
Advisory Committee and any institution(s) which May have a special
interest in or might be impacted by the program. The Commission staff
also will review the proposal and, with consideration given to outside
evaluations, will approve or disapprove the program.

Proposal Format

I. Internal and Governing Board Processes

Describe the process used in developing and securing approval for
the proposal.

II. Program Description

A. Program Goals

1) Identify the clientele that this program is designed to
serve (e.g. part-time, professionals, employees of specific
organizations, women, persons training for new careers,
ete.).

2) Describe the employment or professional opportunities or
outcomes which are expected to result for students
completing the degree program. Provide demand and
employment data.

3) Describe any formal relationship with other organizations,
such as inter-institutional agreements, contracts with
businesses or industries, agencies, or associations: Cbpies
of proposed contracts or agreements should be appended.
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B. Admission Requirements

1) Describe the admission requirements. If different from
general institutional requirements state how end why they
are different.

2) Are there enrollment limits or restrictions? If so,
describe and explain them.

C. Curriculum

1) Describe the program requirements (such as total hours,
credit hour distribution, etc.) and list titles of courses
to be offered in the program.

2) Specifically identify and explain any requirements which
differ from those pertaining to the same on-campus program.
Identify any new courses which are not approved and offered
on-campus and describe the procedures and timetables for
securing full institutional approval.

3) Provide a specimen curriculum indicating all required
courses.

D. Program Faculty and Administration

List all regular and adjunct faculty (separately) who will teach
in the program and include their academie degrees and rank or
position title. Indicate the courses each will teach. Describe
the structure for the administration of the program with
particular attention to on-site services and coordination.
Identify the lines of authority extending from the institution
to the program site.

III. Resource Requirements

A. Describe the physical facilities available off-campus for the
program in relationship to the minimum needs for a high-quality
program.

B. What accommodations have been made for library resources to be
available to students?

C. Identify the equipment needed to support the program (e.g.
laboratories, and computers) and state how it will be acquired.

D. Identify any other resources required and explain how they will
be acquired.

IV. Accreditation

Describe any regional or professional accrediting association
requirements that relate to this program and indicate effects of such
requirements on the planning of the program.
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V. Costs to Students

Identify the costs to individual students for:

Tuition (per semester credit hOur)
Program Fees (Ientify)

Also indicate any subsidies to be contributed by bis-I-glasses, industries,
or other organizations; indicate the percentage of stu ent costs that
they will support; and describe the basis uponithich the support is
provided.

VI. Cost and Revenue Estimates

Complete Table II, below. Narratively explain unusual costs or revenue
sources.
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Number and
Title

H-4

TABLE I

Enrollment Projections By Course Number and Title

Headcount Enrollment: 1st Year 2nd Year 3rd Year

11M411



Estimated Program Costs

H-5

TABLE II

Cost and Revenue Estimates

1st Year

1. Faculty
2. Administration
3. capital Facilities
4. Chpital Outlay
5. Library
6. Equipment
7. Other (Identify)

Estimated Revenue By Source

1. Chsh Funds
TUition
Fees

2. State Funds
3. tederal Funds
4. Other Sources (Identify)
TOTAL

84
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Institution:

Year 19.0MONI

I-1 Appendix I

YEAR-END OUTREACH FINANCIAL REPORT (Optional*)

*Institution's own end-of-year financial report, similarly signed, may be
submitted instead. An end-of-year financial report is due on or before
July 15.

REVENUE

Credit Program

Non-Credit Program

Special Fees; Other
Sources of Revenue

EXPENSES

Enrollment Student Credit Monies
Hours

TOTAL REVENUE

S

Percent of Total Monies

Instruction

Administration

System Support Contribution
Based on generation of student credit
hours x $.90

INSTITUTIONAL OVERHEAD

Institutional overhead is limited to not more than 8 percent of Outreach
personnel costs, both administrative and instructional, at institutions whose
Outreach Program gross expenses' are less than $1 million. Institutional
overhead is limited to not more than 6.5 percent of gross expenses of the
Outreach Program at institutions whose gross expenses are over Si million.
Direct costs of institutional services provided to the Outreach Program, if
any (e.g. admissions, record-keeping, computer services, facilities for
offices and classrooms, and any contributions to academic or administrative
units), shall be included in the maximum overhead amount claimed. If lower,
the costs of such services may be charged to the Outreach Program in lieu of
overhead. Institutions may provide support services at no cost to the
Outreach Program and may waive overhead charges.
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(Note: The CCHE Outreach Policy 6.5 requires all revenues from the Outreach
Program to be expended only for Outreach activities. Sign-off on this form
certifies that the institution is in compliance with this policy. Institutions
failing to submit a properly signed and complete end-of-year report shall be
subject to audit.)

Signed: Date: Signed: Date:
Institutional Outreach Institution's Chief

Director Fiscal Officer
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